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UNIT IX

THE LIBRARY

,

)1 .

The largest sectic?n of Unit IX is ab the woo ry.
Everyone shdkld know how to use the library. Every ne should
know what kinds of information are available in th library.-
In this unit you will spend some time at the libra y. You
will learn to use the Reader's Guido to Periodical Literature
and you will learn to ingeCheTeai4 cathlOg.--biThe'lliiiiW-you
fini0 t,his,unit,you should know how to nd any info itatipr(
that you want tn the library. .You should feel comfortabTe
in the libratA.&0ou should be able to use the catalogs and files
that are in the library. You should be able to ask tho librarian
for help if you can't find what you want.

r

The library can holp you white yo6 are a student. The
is also information in the jibrary that can help you find a+job.
There IN much useful information in the library.

4t.
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.
TIMELY TIPS ON HEALTH AND SAFOY,

BE A 'NwDICAL WATt1IDOi. *

A watchdog can protect your home from ruin and youx
camily from harm. But ne can't protect your most valuable
Ipos$ession--qood health,.

Keep a watch on good health with a periodic exami.nation,
which your physician will suit to your individual neede. 'If

you are over 35 Yeat's of ago, 'you'll need a checkup each year.

, Persons over 50 may need one even more frequently. The
examinsOon usu:rIly includes a healoth history-, a physical
examination, and some laboratory and x-ray studies.

HEALTH HISTORY

Questions about your use.of alcbtol and.medicatiocs, sleep
haiiits, and your work may gitre. the physlcian clues to your
heAlth. Questions about past illnesses or injuries, illnesses .

iii the family, and the causee of death of relatives often vive

meaning to conditions found,durieg examination.

PHYSICAL EXAMINATION

A basic; examination involves i general inspection of body

surface, -shape, and movement, and measuvement of (nage rate,
'respiraCion rate, temperature, and blood pressure. By teriching

and peessing, trained'fingers dan learn much about organAcnear

the surlpce. The stethoscope permits listening to meaningful

sounds produced Or the lungs ayid, heart. And all body openings--
eyes, ears, nose, mouth and thtoat, and often the lower bowel--

are checked.

cancer in the abdomen which may
For women, a search ip mace for indicaeions of br)ast

) and masses or tender areas

'

r

,.-- indicate tumors; the Pap kest--a microscopic examination of

cells In secretions ftorn the cervix or opening of the uterus--

is becoming routine.
11

LABORATORY TESTS
II 4

P. urine sample may be tested for indications of such

conditions as kidney disease,-bladder infe4tiono, and diabetes.

Blood tests may determine the amount of various cheMicals in
the blood, the shape and number of red and white cello, and tho

"Ro'prieNed with ropminaion of the Ameri.ottn Madical

Att000iation. rop,yright 1989, 1910.

,IX
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)hemoglobin content. Cortain.tests can detect an iftfection or
irrequIririty in the body not readily fpund by other means.

.

Finally, a chpst x-ray Is practically routine.

1. ead the Firnt paragraph again. What does evyatchdog do?

2. Wia t is your most valuable possession?

Who,ran protect your most valuable possession?

4. Rea4 tbe title ot this reading. Who can be a'modical
wat&idog?

5. Read the first sentence, second paragraph. What does
rKeep # watch on good health" mean?

I

a. Guard your health.
b. l.00k at your, wrdstwatch.
c. Look at your hetilth checkup.
d. Wear your wrintwAtch whrn you are healthy. \-

6. If you are over 15 years of age How often do yeu need a
checkup ?

m. every other year c. annually
b. often d. overy six months

7. What in another word for checklip?

\
. - a. periodic c. health history

b. examination d. laboratory tests
v i

B.' Read the second paragraph atoin. Look at the sentence.
"Perrionif over 50 may need one even more frequently." '

4
i .

a. What does one.wan in,the sentence above?

b. What does over 50 mean?

c. What is another *ord for persons A Do not use a
.

dictioTlary.

, p .

d. What is another word for frequently?. Do nbt use a
dictionary.

e. Fill.in the blanks in the fodlowing sentences. Use
different 'words than those in the original sentence.

lx
41,
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over 50 may need a even

more

4. What 1-; the most important idea tn the second paragraph?

a. People over 15 yvarS old pould have A checkup every

year.
b. Everyone should have regular clieckups.

c. An exasOnation usually inoludes a.health hisVOry and

laboratoly tents.
I. People over 50 might need cloockups often.

10. What are tho three parts of a health checkup?

II: How dOes a prlysioian find out aboA your'ilealth history'?

12. List three Illnesses.

11. Lint th'ree injuries.

14. Whicji of the following nre words which mean relative0
t.

a. brother f. Wend
b. sister g. aunt

c. mother h. son

d. tather i. teacher

e. boss j. datphtpr

15. Which of the following should Virginia tell hes doctor aboUt

when he is recording her health history?

a. Her father has a severe allergy t6-crabs and shrimp.

h. :fler best friend has' a brother wha_i_a_In_alr.c.holic.
C. not great-grandmothu diud of a stryke at age 52:

d. Her sister-in-law Med of stomach cancer.

e. Her. brother Old TB when he was -a chIld.

f. Her mother-ih-law is overweight. .

4. Her mother had a Mildihearttattack last year.

.16. Another word for body surfa isN -

a. dirt. A c. hair.

b. skin. d. face. .

. . .

17. "By tOuching and pressing, trained firigers cah learn much

about organs'near the surfaCT7-- .

a. Who is touching and pressing?

TX
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b. Who.hes trained tin4ers?

Who learns about organs near the surface?

18. The doctor tearns much about organs near the surface by

a. using.a stethosc6pe. c. taking a health history.
b. checking pulse rate. d. touching And pressing the

skin.

19. The docto'r uses a stethoscope to

a. examine body openings. c. listen to sounds in the
b. take temperatures. . heart an(I lungs.

d. measure h.ight_.

20. In this reading "organs near the surface" means

a. eyes and twigs.
b. organs closest to d. heart and lungs.

the skin.

21. A "microscopic examination of cells" means

c. organs in thb abdomen. ,

a. to look at cells
with a microscope.

b. to look at small

22..The cervix is located at

a. the chest cavity.
b, the throat..

23. "Routine" means

a. regular.
b. rare.

c. a microscope usOad to look
at cells.

d. a sMall examination.

c. the opening of the uterus.
d. the abdomen,

c. usually.
d . easy-

24. Which of the following is not a laboratory teSt?

a. urine test c. temperature, pulse and
b. blood test respiration

d. fap test

25. According.to this yeading a urine sample is ngit used as a
test for

a. kidney disease.
b. .biadder infections.

c: chemicals in the blood.'
d. diabetes.

IX . 317

4

a



Which is riot a part of normal 6lood?

a_ red cells
b. hemoglobin

27. Which is d diseafie?

a. hemoglobin
b. diabetes

28. "Irregularity"

IX

MedrIS

very regular .
not regular.

C.
d.

I.

diabetes
white cells

c. white cells ,

x-ray

e. routine .
d. on time.

0
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CIETTING ACQUAINTED WITH A TEXTBOOK

A textbook is, a book you use when you study. In school
you usually use textbooks. Before you start to read a textbook
you should get acquainted with it. Follow these steps every
'time you have ,4t new textbooks These stelis will help you find
information-fAster when you read and study.

1. FtPst, look at the title page. -The title page is usually
the first baqe of the book. tt does not-h-OF a page number.
on.the title page you can usually find the following information:

a. The title of the book.
A

1), The author of the book. The person who Writes a
book is fhe author.

c. 4f there is no authbr, there may be editors.
Editors are people who collect the ifiTormation
for the book. For example, editors mighf collect
poems for a book on poetry in Asia. .The editorsK
Uecide which poems to include in the book. The '
editors don't write'the poetry. The editors are,
not authors. Loqk at the title page of your
dictionary. Are thetveditors listed?

2. Look at the copyript pagy. The copyright page is usually
on the back of the title page. There Is usually no page numkier
on the copyrIght page. The 51cpyright date is usually the daEe
the book was published: If the book .has been pKinted'illore than
once, the d'ates of the new printing will be listed on the

.copyright page. The printing dates are important be'Cause the
dates tell you bow up-to-date the information is in Vie book.
Fok example, a dictionary'printed in 1920 might be 'interesting.
'to,look through. However, Vim could not use that dictionary
to look up wotds likesputnik, beatnj.k, hippie., or astronaut.

1. You can find the narKe afid address of the pubkisher on the
copyright page.

.

(A. Sometim4s-a book has a preface. A preface is a .note from
the author. It usually is tfie pqe efore7TE5 table of contents.
The preface might tell you about the author or why the author

' wrote the book. You should look at the preface quickly, but
'don't spend a lot of time reading it. The important information
is in the cha)ters of the b0ok, not in the preface. f'

5(. Always look at the table of contents. The table of contents
tells you how the informaTELOn is arranged in.the boot. Look at

.v
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the titles of the chapters. Does the book have a-glossary,

tests, tyst answers or other information you should know

abhut? theck the tnble of contents to find ont wliat is in
tip textbook.

b. Thumb through the textbook. Does the textbook have pictures

and rdiarts.' Ave the pictures and charts numbered? NotLce h-ow

the pictures and charts are numbered. Sometimes pictures'and
charts'are called figures. Notice the palc numbers, too. Where

ale the paqe numbers? Is there anything special- about the way

the. pages are numbered?

7. Continue to ,thumb.through your .textbook. How is important
informatimn marked in the textbook? Are important words
nnder,lined7 Aro italics used to mark important information?

, iii/i0 Z,,ta !ikc ,hio Nue. Are colors used to mark

- important informa,tion? Are dots or arfor nUmbers esed?
How can you tell when a nem Chapter starts How are the titles
or chapters written'e Are there other titles or headings,
each Chapter?

8. Look at the last pages of a chapter. Are there review
questions at the end of each chapter? Are there self-Check .

teSts at the end of each chapter/ A self-check test. helps 'you

understand the information in the chapter: igTZTY you can.

check your own tests. The .Answers are usually in the textbook.

9. Now look at thez.alossary. Most textbooks have glossaries%
UAnaily a Tlossary is at -the back of a textbook. A glossary

is A small ArCtionary. It contains words that are used in-the

textbook.

10. . Does your textbook have an index? Usually a textbook hae-"4

an index. An index is an aiphabe trc I list of the names,

pla&-eS .and sublecis tn a book. The page numberv fbr the
information are also li.sted. An index can be very useful.

For example, if you want information on fluids, look in the.

hulex. Th e. ndex will tist all the pages where you can find

information Iabout fluids in the book.

II. Now yom4 aro ready to study your textbook. You know how

the chapter are arranged. You know how to recognite
important information in the chapters. Your,teacher will tell

you what chapters to read for class.
o

Try to folio*/ these steps every time 'you get a new

textbook. Studying will be easier for you if you are acquainted

with -your textbooks-
'

Om/
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I. What is a textbook?

2. What does getacquainted with mean?

3. Can yCni get acquainted with_people

Can you get acquainted With a tOws?

4. Why is it a good idea to .get aZ:quainted With your textbook-s?

5. When should you get acquainted with your textbooka?

6. What is a title?

7. Doqs a 'titlr page have a page number?

9. What are.oditors?

9. List.two kiwis of books that win' have editors listed on
the title page..

What intofmation is on the copyrightlaage?

11. What does ueTto-date mean?

'1;. What is.a preace?

13. How can vu fitidlhe names of the chaptet's in a took?

. 14. What does thumb.through mean?

15. List three ways important information might be ArWtd (n
a textbook.

16. What should you look for at the end of each chapter?

17. Willis a glosSary?

18. What is the difference between a dictionary and a glossary?

19. What is an index?'

20. Read the-following 1ists. Read the numbered list (1-8).
Read the lettered list (a-0). Match the parts of'a bo
on the right with the information on the left. .11'he rat
one is.done for you. .(Tr1)

IX

1
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3 .a. a note fDom the author about 1.. title page .

- , the book . : ,' - la -6 '

- . .
2. co pyriggt page'.

.
. _

b. A.Vevidw quetjtions abote a chapter '

40. preface .

. .

C. the date the book 1411i .. .

published
4. glossary

d. the,author's hame 3.7 table contents

a$

e. a list.of editors
,U. end of a chapter

f. thewpublisher's namOin0 addiess 7. index

the page where cElaprer,;9vb..-74Ins. S. pagenumbers
. ,

h. the title of chltptee 3

-i. How mAny chaptexaare theroe?

j. the'pages Where you tan find
-

Information about the digestive
e

6
A

the number of pages in chal)ter 5

1. flow many times has the book b een

printed?
a

the.pages.Where you can fihd.diagrams
,

of the hehrt, '
. ,.

fp'

the pages' whe
.

fe You can find /-, y

informatAd'ab.gub. feeding a,patient
. ,

.

...._____.
d. the meaning oi-q*riplegiii

I'

..

NT6ADULARY I *
. A 1/1. *

Delin t he following,terms.
ExAmple'kentences are givep

with each 6i ttie termi. You might want'to,practice writing

other,examp la. (Tr) '

1. to geOacquainted with- ,

John got acquainted with everyOne af the .party.

.4 Mary gets acquainted with people quickly.

13



2. to ba acquaintea with:

Mary is et9quainted with all her neighbors.

John IA acquainted with all thb library books about the
' medical field.

# '

3. up-to-date-

...raj
This'dictionai-y was printed in 1938. It's not up-to-)sa

His clothes are always upAcNdate.

4. thumb through-

Always thumb through a book before you buy it.

IX

ft

A
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LANtYAGE'bSE

giPLAIN1NG 61-FFERENCESI

c Here is d common question form that you will see on
American tests.

W4at is the difference between and
----------

Usually this type of question is on essay tests. Question 17

in your comprehension exercises.for dnit 9 is an example of

this type of question.

You can often answer this type of question by writing a

.few short sentences. For example, to answer question 17 in

this unit , you could write three sentences.

17. What is the difference between A dictionary and a'qlossary?

A dictionaw contains hundreds of words and
definitions. Nok

40A glossary is a small dictionary. Often there is a
, glossary at the end of a textbook.
A glosSary contains technical terms that are used in

.a..book qr in a manual.

Of course, sometimes you will have bo write a longer

answer. 'Always try to keep your sentences-short and clear.

Be sure you answer the question. Pon't write about,something
that is not related to the topic.
fTr31

A Writ.in.I.Exercis6

For practice try to write'short answers to the following

questions.

f. What is the difference between an R.N. and ah

2. What is-the difference belween an author and an editor?0

3. What is the difference between a chemical fire extinguisher

and a,carbon dioxide fire extinguisher?

324



.USING THE LtBR6RY.

.
4.

THE LIBRARY.

P. library has infoemation on almost evsry ubject
imaginable. You probably know that librarAels Aave.book
can.borrow. But are you aware of the direrent kinds
information available to you?, . 1,

_

Most
records.
libraries,
reference

. in the lib

libraries have mafflaaines, neltibpape,s, pam
Some libraries, ea0atiAl1y. iveraity-an
have movies, vidtolppes, lm,:yrips a

areas with materiWayatl le ,h miCro
rary. ".$

Most public libraries havea
books. Often there are stdry Fib
libraries. Films and puppet 0
libraries.

THE EIBRARTAN

Librarians are special
libraries. Librarians wan
you can't find ttip infoeMa
libiarian fok help.

THE CARD.CATALOG

The card catalog c
material in the librar
you will be able to f
can find a book in t
title, or the sUbjec
the,caraCatalog fo
a title card hnd a
catalog. It will
record, or ek. film.
about all the'mat

THE READER'S GUI

VI! Reader
find InforiieVio
copiei of matja
Then you need
articles. So
together like ks
Sometimes 01 or/ba
special plac ir t

you

lets and
college:
large

lm tor us

e seleC on of chibren's
rs or YAW) children.at the

Iso take lace at pUblic

It

t

l
akhed pe ple who woik in

to Al eXp yo use tbe ibrary. If
i you wan , be sure to ask the

'

f.'

info

mater
srØry if
tFI boo

ok
ca

whe
is i

n th

tuition about all the
rn to use the paid catalog,

al you want quickly. You
you know thevauthor, or.the

There arethiee -Cara; 'In
the libraryan'author card,

. Learn to use the card .

ypti want to find a book, or a
formation in the card catalog

ACLITERATURE

rkidical Literature dill help you
lIErariel keep old or back

Xme# the magazines are on microfilm.
bine so you Can read the magakine

r b ck cbpies of magazines.are bound .

ace on tha shelves in the library.
f magazines are stored in a

IX 325
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l

.. W11811, you,nro intorostnj in,a iipocial topic'. tho Reader'il ,
Guido can !kelp pm find infovmation about that tukiic In .

magazinen. hvain.to uco'the Reador'n Guido, %It can Oolp you
.

.

find intorenfing Ineormution.

OVAL1
"Ail*

Tri .feir II
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I-LIBRARY l'OCTIVIIIEA 1

J : .
Dutinq Una compAit,e the foliguling aqtivitien% P t

a check ln front of each actOltywhen you fininh it.

1. Tour a library.
-d

2. Fill in as mSp ot the library.'

3, catd catalog
,

Activity 1 Ivity 5

Act\vity. 2 4 'ActAvity 6

ActlOty 3 Aciivity 7

Activityq Activity 0

4. lining the Pamphlet File'

Activity 1 Activity 3

Activity 2 Activity 4
.1"

.5. Using the Itvader's Guide to Periodical Literature

Activity 1 Activity 5

Activity 2. Activity 6

Activity 1., Activity 7

Activi.ty 4 .

6. Uning,other libraty materiala

IX

Activity

Activity 2

Activity

hctivity 4

a

8

Activity 6

Activity,

Activity 8

Activity 9

Acfivity
t.
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THE LIBRARY

.Actiyit/ Sheet fou'tKe,Card Citalog Do the, following

'activities. You.can do these Activttes in any order.

Atitly.ity 1
Answers

'What Subjects do you check in the
cara catalog if you want to fina a
book about h6spital iobs?

\

,

6ctty t y 2

Find a book abbut hospital jobs on
the shelf. Wfilte the name of the
book aild the call number.

WhA't other types of books are on
the same shelf with books abaft
hospital jobs?

Actiyity 1 .

Is there a textbook for nursing aldes
listed in the card catpAog? List

the title and call number of the book.

Is there a book lisated in the card
catalog about nursing aides that is,

not a textbook? List the book's
title atipl call number. Find the
book on the shelf.

04.

nc,



p Activit 41 '

Does the, libffiary have the.
.Occupationat Outlook yandbook?

%at

What is the call number?
Can you take the book out of
the library?

Is there any information on
nursing aides in th, book?

Aofivity

'Find a book e;bout the history of
medicine. What is the call
number?

_

ActivitL6 4 .

Give the title and "author of a
book that has infoeMation about
the history.' of medicine in Asia.

IX

Find the book on the shelf.
What parts of Asia are discussed
in the book you found?

v

Answers

.t.
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Activiri 7

.hre there'any hooks _about i'Our..
countrrin the library? Find t)ie
on the shelf.

What are the call numbiSrs for
books about your country? Give
three examples.

Are the books about your country
written in English?

Activity 8.

I X

, Anewes

1.

--44

Are there any books in the library
+written in your native language? .1

4 4

-

If So, give the title and call
number of one expmple.

II 330
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THE L1bRAfl

ActivitfShert for the Pamphlet Fele. Do the eollowing
ACtiliqi`TCan-beaone at any time. ActiNitiee.

1,...22,), must lbie7d6ne "In order.

Activity 1

Is there more than one pamphlet file
in your library? if HO; what ktnd
of is in each one? Are

rthee any pe hlets atom. jobs?

Answers

Activityj.

Is the material in the (pamphlet file
,eatalogued? Is there an index, like
the card catal6g to tell you what
Information is in the pamphlet file?

16.

Activity 3

Check the pamphlet files for three
pamphlets that interest you. Write
the Jlames of the pamphlets.

I X

Read Etieg)amphlets that you. chose.

t-

9.).



; THE LIBRARY

Activity Sheet for-the Reader's Guide to Periodical Literature

wi-gj-ToliowInq acialirtcs.
Irhese actriiiTesmust,be doigaTin

ordr. .

Acti-Vity 1

View the tape-slide kit, "Reader's

GuideReady Reference." If not

available,your instructor will show

ypu how to Use the Reader's Guide.

Act iv) ty 2

Use the Reader's Guide to find an

articleoiliOVE-Y-ourintry.

Anawers

Aqt.tvi.ti

Write down the complete entry for the

magazine article as it is written

in the Reader:s Guide.

Now write down the complete entry

withOut using abbreviations.

Activity 4

Aak the librarian to help you find

the magazine.

yr-

3 4

-
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Activity 5

Read the article.

Actkv.1.1y.6

Prepate a short oral report to
give in class.

tx

-

Give your oral report in class.

e

Answers

333

A

a



0,

.' ^

TqF. IJIMAHY

Activity Sheet-for Other Library,Materials -Do the 'following
actiifIties. You can do these acti-viCiTs ln Any order.

Activity': TRecords

Does the library have any phonograph
records ?

Can you listen to the records in
the library?

Can you check out records? How
long can you keep them out? How
many records can you.check out at
a time?

Activity 27:-.Recurd5

Where can you find a dist of all
the records thtx library has?

Does the libra.ry have a recording
of Prank Sinatra singing "I Did
It RV Way?" Where did you look
to find out?

Activity. 3--Pictures

lx

, 110
,Does the library have a picture
fite?

9 5

Answers

334



Activity 3--PiFtures

Can you check out pictures'
from the library? ,

,
How many pictures Can you check
out at a timeTrHow long can you

1\
.koep the cturpsr

- - ^

Activity 1--P1etures

'Are there any pictures of
your country?

A Are there any pictiires of,
Hawaii? A

11--

era

How are the pictures arranged
in the picture Tile?, At-e thql arranged
by subject 4nd by alphabetical order?

ActivitZ 5-7Newsplpers

Are.there newspapsio in
library?

. .

Can you check out the
newspakes

the

it



V.

/Activity 6--News,papers

-Are"alrtl'newspapers in English?

,

. .

Answers

4

r
'4

ft .

.
Are all the newspaper4
American papers?

'Activity 3Newspapers °

kits' theoame of a morning ymiwspaper.
How cib you know the paper is a

morning paper? N

0

Write the name of a paper'from a

mainland city.

V Activitx 87-Children's Books

Doell!Our library have children's
bboks?

41/

*

Is.there a section of the library

heue children can read?' .



4k,

ACti.Vity9._Children's Books Anitwers

Some books are vbry good books
for chigldren. These books might
Iwin an award for being such good
fhooks. The Caldecott Awar4 is
given every year to the.best picture
book df the year. The award is
given to the.book that hits the beht
pictures-for children.

The Newbery Award i given every "

year to the-best book for 'children.
The Newbery Award is given t4ar,
,the book that-tells thebest>etory.

1

Does your library hav4'these
award-winning books? Are they
in a speciAl place" where children
can %Ind them easily?

Act ivit_y_ 10

What other activities besides
reading dbes the library have
fat children? .

f

.3

a
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REVIE11 EXERCISES,

These questions cover the material in Unita VIII awl IX.

1. linden-line the relative clause in each of the sentences

below. A.

a. A person who has a heart attack can go to the

. emergency room.

b. The doctors and nurses who work in the emergency rOOM

save many lives.

c. Who are,thenursing aides that are going to work this

weekend?

A. Is fhis the dog that bit you?

e.- These are the fire extinguishers that will put out

electrical fires.

f.. The charge nurse who works in this area is ill today.

g. The nursing aide whp works here is very dependable.

h. Fire is an emergency that can happen in a hospital. *

i,., The patient who ate all that chocolate Ls vomiting.

j. The patients that are'very sick are in the Intensive

Care Unit.

2. Add a relative clause to each sentence below.

.The Otccinations prevent mbasles.

b. The people

co. The. diseeT

d. The house 1

are locked in the bathroom.

is not dangerous.

is very Old.

e. .The nursing aide. I. new here.

What part of.the body do coronary, and Cardiac refer to?

a. lungs,
b. brain

rx .

c. heart
d. abdomen

338..



--. 4, 'What does Code Red mean?

a. fire drill c. fire
0- ,bomb threat d. cardiac arrest

5. What dOes Code 500 mean?

.a. telephone information c. cardiac
b. intensive care d. cardiac arrest

6. What does Code BTA mean?

a. Bomb Threat Alert c. cardiac emergency
b. fire d. coroitary unit

7.4 Which code is never a drill?

a. Code 500 r. Code Red
b. Code BTA d. Emergency

H. What word do you not say in the hospital?

a. intensive care c. heart atiaCk .

b. Code Red . d. fire'

9. Which people should go to the emergency room? .

.a. a person who was ih an automobile accident
4k.b. a person who works.all day
c. a person who has a cold
d. a pereon who needs a check-up

10. There is'a fire in the linen.room. A wastebasket with
paper,in it is burning.° What should you use to put out
the fire? .

a. carbon dioxide extinguisher
b. chemical extinguisher
c, a glass of water '
d. a water hose'

11. Which Of the items below are illnesses?

4

a. colds C. measles
b. ,broken bones" 4. bruises

12. Which of t4"items below are injuries?

a. colds
b. broken bone0

.

c. measles
d. bruises

3o

.4 ,

1,

.'
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11. Which pf the following

a. blood test
b. urine test

Whicb is a disease?

A. x-ray
b. diabetes

15. What does up-to-date

a. modern
b.- late

16. What can you find in

a. definitions
b. page nUmbers

4

are

mean?

laboratory tests?

cf.

eye test
Pap test

c. hemoglobin
d. bl'ood cells

C.
d.

ea;ly
on time

the glossary of a textbook?

17. Where can you find the

a. title page
b. glossary

18. Where can you find out-

up-to-date?

c.
d.

titles

C.
d.

if the

the names of chapters,
the author's name

of chapters ih,a book?

table of contents
index

information in a textbook. is,

a. glossary
c. copyrighl page

b. table of contents d. -title page

19. What is a librarian?

a.
b.

a building for books c.

a trained perfion who d.

works in A library

20. 'Where do you look to find out
book,that you want to read?

a. .on%the shelves C.

b. in the Reader's Guide d.

21. Which things can you find in

a. books
b. magazines

C.
,

a bsok about libraries
anyone who works in a

library

if the library Was a particular(

in the.pamphlet file

in the card catalog

a library?

newspapers,
records

n .340
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22. Which of the following information would be in the
tesder'e qu.ide. to PitriodtoaI Literature?

,

a. the name of a magaxIne article about nursing aides
b. thy name of a book about ntirsing aides
c. d list of schools in Hawaiiathat offer nursing aide

training
d. the name of a record about the Reader's-Guide

23.' Which of the following information would be in the card
catalog at the library?

a. the name of a book about nursing aides
b. the author of a bookobopt nursing aides
c. the librarian's name
d. the pamphlet file

1

24. Which library probably yould haye a children's section?

a. a univerSity library
h. a community college library
c. a public library
d. a medical library

25. What is a textbook?5
a. a book used in school c. a list of books_
b. any book d. an old book

,

0

lx

3,2
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UNIT X

. OBSERVING AND REPORTING

limit X htwo important parts. In the .firet Part you. will
learn about obstmving your patients in the hespital. YOU will
learn that it is very important to Watch for changes in your
patients. It la also Important to rop6rt the changes. You'will
learn that them are two kinds of reportA--object,ive reports apd,
subjective reports. Be sure you undtrstand the dkfference.
between.these two ki,nds yf reports.

In . the second part of this unit, you will practice filling
oui forms. There are intake ana output"forms And other kinds
of hospital forms. Each of these forms has iffiportant vocabulary
that you will need to understand,when you work in a hospital.

Part of the sect.ion on forms in Unit X has examples of .

bank forms. 'his section contains inforation to help you when
you open a chedking or savings account.

BW-sure you understand all the information in Onit X.
You might want to,get some counter checks from a, bank and sOme
deposit slips from a savings andoloan to use for lurfher practice
in bike classroom, I .

3:3
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OBSERVING AND REPORTING '

Ap a nurning aide you will be asked lo report changes
that you observe in your patients. ,The changes you observe
might be symptoms. A symptom s a sign of disedlee. I ia a
sign that something is Wrong. For example, blue lips are a
symptom of cyanosis. -

You will be asked to make4ebjectiee. bserVations.
Objective observations are facts tha observe. Yoh can
make objective observations in four' ys. You can bee sohe
changes. You can see a rash or a flushed face. You can (eel
ome signs, such as changei in pulsetrate Or puffiness on the
skin. You can hear some signe such as a cough or wheezing.
You can smell sOffie signs such as'mouth odor.

Objective Ilymptome.are eymptoms that you can iee,.h4ar,
feel or smell. -When you report objective symptoms, you. report
facts. For example, you see that A patientl'e eyes are*ed.
If you report that the patient's eyes are red, this is an
objective report. It is a fact. If 'you report that the
patient's eyes are red because he or she is tired, this is not
an dbjective report. You should not try to interpret your
-observations. You should report the fpots.

You can report what the patient sal's. For example, you
can say, "Mre. Smith says she's tired." You are reporting
what the patient said.

Notice the difference between sentences a and b.

a, Mrv. Smith says she's tired.
b. I think Mrs..Rmitll is tired.

The first exemple above is a fict. You are reporting what
Mrs. Smith said. The second example is an opiniOn. It is not
A fact, You are reporting what you think. What you thidk
might not be a fact. It might be an 6Friiion. Examples c and
d below are opinions,

c. He's flushed. I think he has a brie .

d. I think-he has a stomach ache.

As alnursing-aide'it is important for you to report facts. .

You should avoid including your opinAons in your reporter .YoU
will be able to obeerve the patient often. You will be able to .
make obnervations when you take vital signs, when you bathe the -

patient and when you bring the patlent his food. You should
always make objettive reports of changes you observe. Remember,
opinions are not part of an objective report.
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(COMPREHE;NSIONA

I. Which of the statements are d'xamples-of objective reports?

a. He has a rash on his stomach.

b. She has a temperature of 1010.

She i3 tired.

d His skin is swollen around the IV needle.

. He says he's tired.

f. His lips are blue. I- think he's cold.

She said she feels sick.
. _

h. The skin on her ankle is inflamed.

_4. T think she hai a cold.

. He says he has an allergy.
k.

For questions 1 and 2 below answer the questions based on

the-information you are given in the example sentence:

2.0 "As a nursing aide you will.be asked to report changes

that you observe in your patients."

a. Who will be asked to report changes?

b. .Which chand'es will you report?$

c; What will you observe?

d. Who will ask you to 'report changes.that you observe

. in your_patients?
.

I 3, "You will be asked to make objective observations."

a. Who will be askea to make objective observations?

b. What will you be asked to do?
to

c. Who will ask you to make objective observations?

4. What is a symptom?

b

344.'



5. Which of the exaMples,below are symptoms?,

a. blue lips g. diarrhea

b. a fever of 1010 h. hay fever

c. the measles ' .i. sniffles

d. a bt:Oken leg vomitinV

e. a cut K. a cough

f. the flu _1. 6.1b/Irculosie

6. List four ways you c,an make objective observations.

5 ,XT. Give an example?! a change in the patient that you can
see.

8. Give an example of a change in the patient that you can
hear.

'4 List three trMes that you will be able to observe your
patients.

10. Should you includellapinions in your objective teports?

11. 'Give an exaMple of a fact.

12. Give an example of An opinion.

X 345
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SUBJECTIVE SYMPTOMS

4.

A subjective symptom is a symptom a patient tells'you
about. The patient is the only one who can feel a subjective
symptom. For example, pain is a subjective syMptom. You
cannot see pain. You cannot feel ,your patient's pain. irtie
patient can tell you about the pain. Then you can report what
the patient says.

So a patient must tell you about subjective symptoms.
You can'.t see, hear, touch, or taste them yourself. You can
report what the patient says.

It is important twp listen to your patients. They will
Apell you many things. You ehould recognize subjective symptoms.
'You should report subjective symptoms,too. You should not
express your opinion about.the symptoms. Just report what the
patient says.

faiii-FtEH§N&TO

1. Which of the statements below give subjective symptoms?

a. I have a pain in my back.

b. I feel dizzy.

c There is a lump in my neck.

d. She has a cough.

e. These babies are one day old.

f. -She has a pain in her left side.

g. Everything tastes bitter.

h. He vomits after every meal.

i. She is,pregnant.

j.

_
I'm cold.

2. What is a subjective symptom?

3. Why must the patient tell'irou About a subjective symptom?

4. Why is it important to listen to your patient?

X 346



5. Should you exprea opinions about a patient's subjective
symptoms?

Which statements below do not aontain opinions?

a. Mrs. Collier says she is cold. She wants another
blanket.

h. He says everything tastes bitter. The medicine,ho
takes probably makes everything tante bitter.

c. He has a temperature of 101'. He says he's very
hot.

of. She has a temperature of 102°. I think she put
the thermometer in her tea.. Just 30 minutes ago
her temperature wris normal.

e. He has.a broken leg. He fell down the stairs.

f. She says she has a headache, She says it started
after breakfast.

g. He has a rash on his stomach. I think his gown
'iubs against his stomach.-

h. They have food poisoning. They probably ate too
much chili at the cafeteria.

i. He has an eye infection. He thinks it started
Friday.

j. Ile says he has a pain in Kilw left shoUlder because
So Painted his living iooM on Saturday.

X 347
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I. Ndraing aides should make ob./active reports. you will

see pationt You Might be the f one
. _.

. .

_ ..

to see changes the patient. When 'you m 2s_ an

'objective report you anii report facts. 'You

a not make subjective report's. Y should -

u

not try to the changes you observe.

Y should report any changes t you'observe in
_ l.

i

the p

2. Objective observations are facts that you observe. Y6u

should always report c you observe in the '

- -

P You can make objective

_ _
of changes in the p

You can make db ervations Jar ways. You can s

some changes. Y u can f some changes. You can
_

some changes. You 'can 11 some changes..

I.

3. A subjective symptom is a symptom a patient tells you

about: A patient must tell y about subjective IfymptomS. f,

Pain' an example of a s symptom. 'You
_ _ _ _ _ _

cannot feel y patient's pain. YoU cannot a the_

pain. You can r What the patient says

the pait.

3 9

4

.
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. 1, Nursing aides shOuld make objective.retorts% You will

'eve the patient often. You might be the first one'to see

changes in the\ patient. When you make an objective report

you observe and report facts. You should not make .

.! sUbjective reports. You should not try to. interpret the

changes you Observe% You should teport any changes that
d

you observe in the patient.

7. Objective observations are, facts that you observe. -You
.

phould.always report changes you obserr in the patient.

'You can make objective observations of changes,in the

. patient. You can make observations in four wayd. Ycfu can .

ROC some changes. You can feel some changes. You ceen
4/.

hear.some changes, You can smell some changes.

3. A sublecfive symptom is a symptom a patient tellS.-you
.!

about. A patient must te ll you abomt subjective syMptoms.

Pale it an e'omple of a suOjective sympeom. You cannot.

feel vurvatient's pain. You-cannot see the pain.' You

cah report what the patieht-says about the pain.

. I.

:7
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MEDICAL FORMS IN THE HOSPITAL

t

:fre4

On the following page'e there are examples of the types of

forms you may See in the hospital. Every hospital has its oWn

forms. Read these example forms carefully. Be sure you'

understand Ill the vocabulary on the forms.

Your supervisor will tell you which hospital forms you

mpse fill.out. Yeu 5thould be able to read forma like these.

You should be able to fill them out. You should know how to

interview a patient'. Often a nurse will fill in these forms,

but you should be able to help If you are asked-to.
-

Work with a partner affd practice filling in the forms-

There is-a vocabulary 'list at the end of this section. 'Chetk

the vocabulary list and the, translations if you don't know--

SOMO of the words-on the charts.

INTAKE AND OUTPUT'EXERCISES

Work tilt' following problems and ether yoUr answers on the

cerreti intake-output sheet.

For problems 1-7 the patient's name is Rddney T. Mills.

His dq'ctor is Dr. Elrira Ramos. His hospital number ill 539

1114462.

1, Yesterday 'at 700
of milk, 4 oz. of
.of toast.

a.m..Rodney had breakiasX. He hid S oz.

orange juice,ene boiled iagg and a,piece.

2. At 7130 he asked for the urinal. He urinate d

Was 4 oz. of urine.

3. At 9:30 ha asked for the uninal again.
thererwas 4 oz. of urine.

4. At'lf:30 he had lunch. He had 6 os. of
jello4,2 Agsckers and 8 pm. of water,

, 5. At 1200 noon h urinated 6oz.
0

6. At 110 p.m. 'he felt nauseous. He voMi

7. At 1115 he began to have.dierrheal The

ligad in the bedpan.

and there.

He uramted *nd
Alp

soup, 4so4..Of

ted 8 os.

re wall 4 os. of

For probbams 8-12 ths patieWsinams is Mary-Browning Jones.

Her doctor is Dr. Jeffrey Randall Park. Mary's hospital number

is 446-31-2162.0

.11
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8. Ma6 received 16 oz. of blood at 8:00 a.m.

.At 11:00,in the morning she urinated 4 oz.
.

,.

JO. At 2:00 p.m. she was switchi'd qver to IV's. She received
d os, of fluid.

11. this evening Ohe urinated oz. at 7:30 and 3 oz.. at +15.

12. This afternoon 2 1/2 oz. ol-mucUs was removed from her
lungs at'4.:10.

0

do
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PIWIA NUI HOSPITAt
_

INTAREAND OUTPUT RECORD

a

'

NAM': SOWNANS , Pir lifbfSLt ailtd5ING.PHY9TOM -HOSPITAL NO.

FSCRIPTION). Irit cc. I, . . I?NtINAGE
PPP/ Tin rittrinft VOL". 1 TIME Man rittrelUN .1" Mot IntoL (it .6INIER

loos-eq)

,

.

2

I A44444.444.4

farm no. 8-314615-6

A

.
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NUI HOSPITAL'
Tamarigd City.

*

INTAKE AND OUTPUT RECORD 7:00 A.M.-7:00 A.M.

NAME tidIRXRE abak -AtTabiNtl ficolpiTA

DATE I BLOOD,
TIME 1 INTRAVENOUS,

: mptcATIoNs

;

..

1 NURSE
. INITIAL

' VOLUME l' FEEDING!
WSSOREED'

TIME: URINE 1 SUCTION 1RSNARKS
' 1 DRAINAGE!

.
.

'

. --....--

. .

°

. .
,

.,...:..

,
_

NURSE SIGNATURE

YEFIK-ho. 931460-1

4



15tilifT)
l'1' 1 A HIM- 1101;PITAL.

IllEt*KItAt cnt'KI,I;n

Vt.7 ITV; ApHsItt.; onvERVAtioN
.NP0 /2f Prep !:-/ :eant.Ion

tItherq (.4pe 11),I;

Cat.,porptIve Inst.r.wthma:

Hevovrry ko.t. / 1V / A Hurming Ca're :

Othera _Lazo I CI) :

I. Idoht Icat Itra,t, I et N

itequ rtt.1 *°rmux !; erd .m
cIiart

3. 11vtor*a ,r0er, ahert ehart
r HiT. t..iry HIM phy:%1.al wr1 I ten

..._ ,......- ..4.
5., Illoo.1 t ym% -and I %,r..:1.-; Match s 1 I pson clw!. I I t' or.Il-re-i i .
/7:- Ca eat l'I'h RP ..1 I Wt. . reconled t-' 1-. --

"n grnphix :sheet & ,n opoefttivp
I '

rovor4
.../

,

L [
.

:/erittive area pidepar.e.1 and '
inspect...4 hy_

1%. 0-%amet , nut I I p ah, ha r .
pl nit & wigs removed 1 1:%ng htvl r
braided

9. Denture:3 and prouthes. is removed

I O. omit! ry :
removed:
t on:

_

11iiird ,-ntheterl:ed: -

Asnbtil nt,)rYMa t ime :
/ Whee c ha I r

Enema dhferated
retcher120, time

/ fIlirgeryPlOarna hot tons reo.oved

iTi.1');-op ;led teat 1,17g I Sent to:
' chrkrted &

15. 13ide rat ir , bed in lou A.M.
_.p_1T It lon.11.411 bell ill place_ P.M.

167 Patient instructed to stay in
1 4 ir

.brd. tfl call for asalstabcit, 1

. 1T. 'Addlosograph plate on vhart , T signature
A.M.

Received tn:A.M.
P.M.

ItURS g ra o|owxn|mm , DATE T41. ME signature,

X

1
354



*e,

PIL1KlA HUI HOMTAL
ADMintliON INTERVINV

OBJECTIVE FIlihltiOS:- -(whnt you obeerve)

1. Initial assessment: siert fI confused /77 comatose / 1

2. Symptyma pral ohnerve:

Knxioua Cl7 depressd L__J otHer

SUBJE.CTIVE FIND1NO:1: (what pni,ient verbalize:0

1.

2.

i.

4.

5.

6.

B.

Henson ror hospitnilzmtion

---------

Wint do you know about your tliness or surgery? 4

Have you knownunnyone else with a sImilmrproblem?

W

Any. previ;sin hospitalizatLat':

'Pre-existing Illnesses

!ies / / no

How longi Medications

L7
How.often taken Last dose

Special dret. -

Mediaatlonu,broughtfrom
Rowe 1 or Il rektor Prot, I emu
Bladder: none./ / incontinence

P0wel: is 1.. ,ij. ii irh.i

Aetlytey limitations:
Onmmeritsv

home: noi7 ent,

1 nocturis
ji cohntinatr-n_20

tic Wf 7777-ii71W37-1-4 a t 10 nr:/

and frequency
rep4y

vision / / hearing / / paralysis ;. / speech

9. 'Sleep pattern: What helps you when you cannot sleep?

10. Special considerations '(.restrlct, visitors, special requests, habits, etc.):

11. Allergies: Medications

roods

2

Others

Admitting Nurse's Oignsvere

4
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tAlItTA

PTIJKIA NUL HoSPITAL
Tamarind Vity, Mrhimahi

NURSES' ADMISSION RECORD

44+

C.

SURNAME FIRST MIDDLE

.WARD
1

ROOM

INFORMANT: pnct.t /--7 rkmily /77 oiher (re1atio6hip)

understands English: yes /--7 no /- / spoken language

A.M.

ADMISSION: time: P.M. mode: ambulatory L__7 wheelchair /. / ntretcher

condition: satisfactory /-7.fair / / Poor / --7

,VALUABLEU: none /- / to safe U / sent home f-7

Instructed that
honpfEal not reaponsible for loss of articles kept

at bedside /--7

Denturee: upper /--7 lower J--7 partial L::7 denture cup / --7 other

contact lefts L::7 pronthesis

.7

RIPNTATION TO NIT:

(11
other

identification bracelet louver
,bathroum call light

.
1.120111g )0 A

vis ting POli Y

---...411.11-liallk
television I !IOW ,toilet focilities 'teak time

,bed control
li nen change

diderails !Ft7twlertil:

VLTAi SIORS: '1' I" R /ORA) /

vital signs observations

Ht Wt 1138.7- kg)
.

yescnamTAHE: no / INTMN

RESIDENT

yes

ATTENDING PHYSIalAN notified no

Message left with

- NIYFLL

fl

Person admitting

yes

notified no
yes

notified no

.6.

mmmill

-
1111111111.11111111

11111111=1111110111111111

ode

Valuables
Eht t

Attending
Not I fled

,Consukta
Noti Mod

IIIIIIIIIIIIIIIIIIIIAIIIII

61111111

1.11 MOM
Mill

1"7
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This vocabulary appears on the c arts in this unit. These
are words you will hear in the hosiiital.. The words.marked witW
an *are common words you will har in ordina6 conversation.

.

The other words are medical terms which are rarely used outside
the hospital. .

ambulatory- adj.- walking, &bilk to walk.
to ambulate- v.r to walk

anxious- adj.- worried.

catheter- n.- anubet which is inserted into the body to take out
fluid.

catheterized- adj.- ,to have a tube inserted into the body,.

comatose- adj.- deeply unconscious; in a coma.

*confused- adj.-lnixed up.

*conatipation- n.- a condition in which a person cannot defecate.

. to defecate- v.- to-have a bowel movement. '

*depressed- adj.- very sad.

*diarrhea- 0.- a condition in which fecal matter is watery and
is discharged more often than usual.

*dose- n.- a specific amount of medicine which a patient takes
at ohe time.

emasis-n.- material which a patient spits out or voMits.

incontinence- n.- a condition in which the.patient cannot
control his/her bladder or bowels. An indontinent person cannot
stop his/her urine or feces.

nocturia,- n.,- much urination at night.
,

orsl f

1

04- eating; oral meahs ziouth.

1/
-I: 6. ,..

*paraXysie- n.- a condition in which a person'oannot glove a
,part or all of the body. A paralysed person cannot move his/ .

her body.

preoperative-. adj.- before:an operation, Wiwi', sUrgery.
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postoperative- adj.- after an operation, after'surgery.

stool- n.- feces.

suction drainage- n.- removing liquid from the body with a.
machine.

to void- v.- to urinate.
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CHECKING AND SAVINGS ACCOUNTS

IRpthntN6-_2:4

Mary and Richard Watanabe decided.to open two joint accounts ,

et Tamarind City Bank. One joint account will b A savirigi

account. The joint Account will be checking

account. l'hey decided t deposit $50 in the

account. Then every month t will have Mar)'s check

toeited in the checkinp

They asked the bank t take $25 from her each month

and deposit automatically in their savings .

The Watanabe's had to'f out lots of forms w_ _

they opened their accounts. of the forms.was signature_

card. 'They,had t fill out one card f the savings account
. . .-

and card for the checking
. _ , _ _ _ .

. They
..

both signed the c and they filled out t -.other

information on the c

The bank uses the s cards to make sure n

one else withdraws money f _ the Watanabe's account. The
_ _

.p at the bank can c the signature on a

w flip or on 0 c _. They can, also *sk' ,

person what his or h mOthe'r's maiden name ie. a

person tries to - ihe Wetanabe's account, that p

probably will not know t maiden names of the w_

ihe family. The card ip used to h

protect the money Mary Ilichard deposit in the b

So
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CHECKING AND SAVINGS AcCOUNTS

MZADIN2_1.4

Nary and Richard Watanabe decided to open two joint accounts

at Tamarind City Bank. One joint account will be a savings.

account. The other joint account will be a checking account.

Therdecided lo deposit $50 in the savings accpunt. "l'hen every

month they will have Mary's check automatically deposited in

the checking account. They asked the bank to take $23 from hr

check each month and deposit it automatically in their savings

account.

The Watanabe's had to'fill out lots of forms when they

4 opened their accounts. One of the forms was a signature card..4

'They had to fill out one card for the savings account and

another card for the checking account. .They both signed the,

cards and they filled out the other information on the cards,

The bank uaes the signature cards to make sure no one else

4ithdrawamoney from the Watanabe's account. The people at the

bank can check the signature on a withdrawal slip or on a check.

They can also ask a person what his or her mother's maiden name

is. If a person tries to use the Watanabe's accountIthat person

probably vall nOt know the maiden names of the women in the

family. The signature card is used to help protect the mony 4

Mary and Richard depiosit in the bank.

340
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I.BITIATURE CARD INFORMATIONI.

Use the information below to help you.fill in the signature'
card nn the next page..,. .

Mother's Maiden Nam*

A woman's maiden name is her last name (surname) before obi
gets married. Women uHually use their husband's lamt hame after
marriage.

Before Richard's mother got married, her name was Aiko
Yoshida. Before Mary's mother got married, her name was,,Mariko
Nakamoto.

Mot...leri fllrt.hpLdce

A birthplace is the place where soMeone is born. Aiko
Yoahida was born in Litioe, Kauai. Mariko Nakamotd was born
in Okinawa.

Phone

is the abbreviation for business.

The telephone number for Tamarind Community College is
277-3224. Richard goes to school at the comMunity college
The number for Mauka Service Station 'is 277-5980. 'Richer
works at the service station. The number fot.Mango Tre
Elementary School is 277-1667. Mary 'works at Mango Tre
Elementary School. 4;

Zip_Code

Zip codes are numbets used in addreemes to help ailmen
deliver letters swiftly and accurately, Each nUmber orresponds
to a specific area in .the United States. Zip codes a e written
at the end of an address. 4Pot example!

Mauka Service Station
.417 Pahoehoe Boulevard
Tamarind City, Mahimahi 99022

The zip code for Tamarind City is 99022.
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Social Seouri.ty NUMber
,

'Every wOrker in the United'States is given's social

security number. tvory payday the U.S. OovernMent take,' a

small,amount of'money out of ach worker's paycheck. This

money goes_ into the social security System. The initials fOr

the-social security system aro FICA. The,socisl. Security

Office gives money to disabled people and'to the elderly.

Richard's social security number is 530-33,4968. Mary's

number is 43§-28-7140.

r

4
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Pssitiet

Medan *MN Now Mothers Birthplace

Former INA
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Depait
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RANK AND SAVINGS FORMS

- *

Practice fill,phg tn the forms on the following pages. Th12

woeis below ire imPortanTt. /ou will aee these words on check,
4 and on bbnk forms.

l. coins-n. - money, -such as pennies, nicAlear'dimes, quarters.

Nag

.2. counter check-n. - a check for use in the bank. If you
forget your checkbook, you can write a counter check to
yourself and withdraw moneyofrom your account. You can't

J. uss a counter check outside- the bank..

3. currency-n. bills.
bill.

such es.a dollar-W4l, a five-dollar

deposit-v. - to put money in a bank account orltavings

account.

deOpsit-n. - th e! money you put in an aqcount'.

5. non-negotiable-ad3. - a counter check is non7negotiable.

It cannot be written to anyond- except yourself..

- 6. transaction-h. - exchave of money, to put money in an

aqcount'or to take money oUt.
. .

7. withdraw-v. - to take'money out of a'bahk.account or savings

account
.



, CHECif

Pay to the

Order sL

131

1440

Wars

TAMARIND crry BANK
TAMIAMOIO CITY, AlAliNGAIN ISLAND

, COUNTER CHECK

t

Oita* stub ad retain
:0113100.1ANOUM

'Csi4tw. Asa
*Mgt NY

MARKO
MY BANK

4

,

TANIARIND CITY BANK
CHECKING ACCOUNT

Pop *MYSELF ONLY miaow eilimsonset West
l

NO*Ntainma .

kr maw
eee ado '

iscanlVik

.n

,

s
11. 21 .31101011'
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CHECKING ACCOUNT DEPOSIT SF#

MEM ACCOUtif Oepee Med bu

sq' TAMARIND CITY BMA

\ 4 "

tO

DepOstt eredt

Accereit eswher

:18 3o6130c

(Front)v

yea *MMus alp
list Item en reveiss elk .

Enter total

deposit here

(EindkS

57
. ,
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SAV INGS DEPOS T

SAVINGS W I THDRAW Al.

'41

SANDS WITHDRAWAL
(Net ergolishle)

sclux/W114, mown to ma on thiadiii

' Mus aece
Tamarind City Bank

'Imbed t mpsny
Nth witheirmt

iSIbiO chimiguisinis Iá traniectiiii
.

hi leek entry .

NW, P glance

1

4

s6,\

. . ..._ .

Activity Chests

S -

account weir-

1

1,36 2(311- 024 11

charge this mount to my account

*ignitors
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"iT.JTC-ing_a_CheekboA
.

Fill in the form on the following page. Use the information

listed below. -.
c.

Rlchard and Mary Watanabe wrote the following checks.

a. _On August 6, they paid $6.25 to the'Tamarind_ _ _
Suh. The check numbbr Was 1105.

b. On August 4, Mary wrote a check at the Supermarket
for $35.18 to pay for food.

c. On August 9, Richard write a check for cash 'at

the bank for $20.00.

d. On August 15, Richard wrote a check to Tamarind
Community College for tuition. The check was for

$52.00.

e. On August 25, Mary wrote a check for $17.45 at
Maria's Women's Wear in Tamarind City.

f. On August 27, Richard wnote a check at Fukuda's
Auto Body Shop for $42.15.,

Richard and Mary made the following deposits.

a. On August 3, they deposited $200.00 in their

checking accqunt.

b. On August'17, they deposited $123.50 in their

checking account.
4

A
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CHECK RE STER

Chock Oslo Chock Wood to

ss

IA04;11111 r Doe of
Chock Demi,

411

le 4

- 60

Amt.f Woes
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DO YOU HAVE ANY IDENTIFICATION, SIR?

IEW 23E11
Richard Watanabe is rehearsing for a play at Tamarind

Community College. Acting is Richard's hobby. this play_

I. has t _ part of a hobo. T afternoon he iè rehearsing

a costume. He is w -baggy pants and a
_ _ _ _

shirt. He is wearing wig and he is

s .
an old, smelly cigar._ _

S Richard remembers that today his

wedding anniversary: He w planning o take Mary

tonight. He has to g to the bank to _ _ a check.

It's 200 p. HA knows the bank w close soon. He
4

doesn't h time to change his c . He runs down

the toward the bank.

Just b 3:00 Richard rushes into t bank. He
_ _

gees to teller. "I have to c this check for $50,"
. _

R gaips.

"Do.you have s identification, sir?" asks the

Richard reaches for his w , "Oh, no! I left m

wallet at the college!"

"T ' ok. I'll check your s_

says,the teller,

a good idea. My w ond I signed one

j last week," Richard says.

card,"

X
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'teller studies the signatures%_

«w the signatures certainly look t saMe," she

may,.

"That's b they aro. Now can cash my check?"

".vot yet. We.have t be iture'you are-M Watanabe,"

replies the teller. "W is your mother's maiden n ?"_ _

"Yoshida. Eiko Yoshida," Richard

"And.what about your m - ?" 'the teller
_ . _ _

aska.

#

"What her?" Richard is getting .

'"What is her maiden A ?" the teller asks.

"Mmmnumm, h paiden naMe? I can't r . I
. _ _ _ _ _ _ _

didn,'t know her t, ," Richard replies,

"Well," soya

. you'r check

"This-14 t

°Why y

teller.

teller. "I'm sorry sir: W can't chsh

thpt information."

Richard shouts._ .

call your wife and her?" ask* the

On I don't want her t know P'm here. Iu

.

I'm trying to surprise h . Look," says.Richard._ _

t of it in a m
-

He walks away from,t __teller to think and t

remembers.

"HeY,." Richards s "Her name is Nakamoto.

Nakamolo. If I just r then I can remember.
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how about cashing my c

"I'm sorry sir," the t

now. I after 3:00,"

smiles. "We're closed

DO YOU HAVE ANY IDENTIFICATION, 9IR?

Richard Watanabe is rehearsing for a play at Tamarind .

CoMhunit'y College. .Acting is Richard'a'hobby. In this play

he ham the part of A hobo. This afternoon he is rehearsing in ,

. a costume. Hs is wearing baggii pants and a wrinkled shirt.

He is wearing A wig And he is invoking an eld,'smelly ci4ar.

Suddenly Richard remembers that today is his wedding

anniversaiy. He was planning to take Mary out tonight. He

hasoto go to the bank to cash a check.

It's 2:30 p.m. H. knows the bank will close soon. He

doesn't have time,to change his clothes. He runs down the

street toward the bank.

Just before 3:00 Richard rushes into the bank. He goes

to a teller. "I hay. 6 cash this check for $50," Richard A

gasps.

"Do you have aome identification, sir?" asks the teller,

Rfchard reaches for his wallet. "Ohf,. no! I.left my

Wallet at the colleg."

"That', ok. I'll check your signature card," ays the

teller.

"That's a good ida. my wife and I signed one just last
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week," Richard says.

The teller . studies the signatures.

"Well, the signatures certainly look the same," .she says.

"That's because-they are. Now can I cash my check?"

'Richard asks.

"Not yet. We have to be sure you are Mr. Watanabe,"

replies the teller. "What is your mother's maiden name?"

"Yoshida, Fiko Yoshida," Richard answers.

"And what about ynur mother-in-law?" the teller asks':

"What about her?" Richard is getting,angry.

"What is he; maiden name?" the teller asks.

"Nmsuumm, her maiden name? I can't remember. I didn't know

her then," Richard replies.

"Well," says the teller. "I'm sorry sir. We'can't Cash

your.check without that. information."

"This is ridiculous!" Richard shouts.

"Why don't you call your wife and ask her?" asks the tZller.

0"Because I don't want her to know i'm here. I mean I'm

trying to surprise her., Look," says Richard. "I'll think

of it in a minute."

He walks away from the teller to think and then he remembers.
_

"Hey," Richard says. "Her-name iR Nakamoto. Marikp
,

Nakamoto. If I just relax/then I caw remember. Now how about

cashing my check?"

"I'm sorry air," the teller smiles. "We're clostid now.

It's after 3100,"
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t90fAININ.41911

1. What is kictiard doiug when the story begins?

2. What Ls Richard's hobby?

3. 'What part does Richard have in the play?

4. What is Richard wearing?

5. List two things Richard forgets. List tWo things

remembers.

6. What is Ridhard planning to do tonight?

7. Richard runs down the street towa
do you think he runs on?

8. What time does Richard get to the

9. /f Richard caught the bus to the

it? What time would he arrive at

10. What time does the bank cloSe?

11. How much MOney does Richardmant?

12. Why doesn't the teller cash Richard's check when he first

gets to the bank?

13. Richard can't remeMber his Mother-in-law's maiden name. He

says, "1 can't remember. I didn't know her then." What

does he mean mhen he'says, "/ didn't know her then?" What

does then mean? t

he

rd the bank. What street

bank?

ballk,where would he catch
the bank?

14. Why doesn't Richard cell his wife?

LS. The teller says, "The sig6atures certainly lookithe same..

Then Richard says, "That's because they are." What does

Richard mean?

16. Why does Richard have so much trouble at the bank? List at,

least two reasons.

17. Does Richard get his money? Why not?

18. What do you think RiChard does when the tellerhsays the bank

is closed?

19. How oan Richard 9ot money to.take his wife out tonight?

List ewo suggestions.

X
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A

20. If you *up inside a batik at closing time, could you cash
a check?IP

to rehearse- v.- to practice doing or saying somethIng.

a play- n.- a story told by actors on a stags,

to Act- v.- to pretend; to be in a play.
.

a hobby- n.- an activity you do for fun.

a hbbo- n.- a man who does not work. or who works,only when he ,

has to. A hobo doesn't have a home. He travels around the
country often by sneaking aboard freight trains. (Freight, 0

trains carry animals, fooa andsmachines.) Groups of hobos -

were.common on the U.S. mainland during the Depression or the
19>O's. There are not many hobos.now.

a costume- special clothes that are worn in a play or at
a party.

baggy- adj. too big; loose,

a wig- n.- 4 hairpiece.

a Wedding anniversary- n.- the date each year when a husband
4 and wife celebrate the beginning of their marriage.

to take someone out- v:ifto have supper in a restaurant-or see
a movie or other entertainment with someone. If you take
someone out, you pay for the entertainment.

to gaiip- v:- to breathe hard, to pant, to have trouble
breathing.

q. .

I

ridiculous- adj.- silly, stupid.

. how about; what abOut- used in informal conversation to
indicat; a question. Fop examplei_

IC What abOut going to the beach?
How about going to the/beach?
00 you want to.qo to the beach?

'What about supper?

I

How about supper?
Do you Wanl sgpper?
Shall we balm supper?

motherin-law--n.- your wife's mother or your husband's mother.

X 375
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r.

father-in-laW- n.- your wife's father or your hushand's fathe,.

Write detinitionslor hose words:

sistsr-in-law- n.-

brother-in-flaw- n.-

X-
376.
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CROSSWORD PUZZLE.

a ACROSR

1 Mrs. Collier says she's cold.
She wants her

7. Miss Chong, bring me
dressi4g kits.

-
S. Opunui RestAurant lion ,

Monkeypod (abbreviation),

9. There'll a new patient. fla.ke

the in 308.

I. 10. Put these charts on the.nursO's

12. Did you take Mr. Takahashi's
temperature? Taki now.

13. The shoats are . to the
towels in the linen Teom.

15. took at --Jbandage! It needs changing.

17. Miss Chong, take his temperature and tell what it i

k 18. Him temperature is ninety- point two.

DOWN

1. The understand the'lesson about asepsis.

,

2. Let's go! will be late!_

3:Her hospitalization tomorrow.

4. is tho abbreviation for 'goblet":

5. He wantn to get oyt of the hospital !or New Year's

6. Nis wound is and swo.11k4).

11. She wants to bring her but no pets are allowed in the
hoipital.

14, She's going tO have a gastrointestinal eries.

16..Alek.Miss Hookala. I think knows where it is.

t.

P.,
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u ',.UNIT XI.

ttm Jot' HUNT:. 0

triwt.IR .

3-

,

Unit XI contains information to help you find a job. In

Unit'XI you 'will learn how to fill in an applidation blank, how

to-write a resume and how to prepare for a job intervieak

*When you start to look lor a job, your reatlin4 skills will

bt verY,Aelpful. You will have to lill in job applidations

acddrately. %You will have to4reid advertisements for jobs.

Not) might have, to take a test.when You apply for s job.
.

Ybu have to be Wood reader to fill out jobapplications.

. iead advertisements and take tests., This chapter will hdlp.

/ou get' ready for your job htult.

r

o

.1r

\
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APPLICATION FORMS

Mont jobs require application forms. Employers use the
application form to get to Know you, .Ae employer is interested
in your skills, ekperience,,and training. An epplication form
helps an employer decide whether you can do the job.that is
available.

Usuarly the superviaor and the-interviewer will read your r

.application before they call you for an interview. Large
companies have personnel departments. Someone from the
personnel department might interview you. In a smeller company
Or hospital the supervisor might interview you. Sometimes a
small group of people might be interviewers. Usuallywhoever
interviews you will have your aiTrIcation during the keterview.

The interviewer will ask questions about the information -

you included on your application form. For- example, the .

'intervfewer.might ask you to talk about your experience or about.
Yobr oducaflon.

. So yopr application is very'important. Your application
introduces you to an employer. Your application must be neat'
and accurate. There are usually many applicants for jdbe. -

Am employer might decide not:to. talk to people who send in '

messy applicatipns.

Study the employment applicationjin this ,section.
it put carefutly. Every company has its own application form.
But.you can take this sample with you when you look fox a job..

. You'll have most of the information you need to fill out any
4 application form.

Sometime's you have to ask for a job application in writing. ,

If you have to write to ask forAg job Application, you should
type your letter if you Oan. I posible1 wnite to a specific

. person, not to e department. , In the following letter.it is
much better to write to Mr. Sawyer than just to the Peisonnel
Department. You might have EV call the business or hospital
to Era out who you should send your letter to. There i a

sampke letter 'On the next page.'

i
xl

0

A
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Mrs. Tina Tuitele.
Personnel Department
Pilikia Nui Hospital
466 Tamarind Boulevard
Tamarind Cay, Mahimarhi 99022

Dear Mrs. Tuitelel

1,
154 Pus Lane
Tamarind City, Mahimahl 99022
February 22, 1977

I am very interested in the nuaa's aide job advertised in
the February 21 Ta!marind Sun. Please send an application to

me at the abfte

Thank you very much.

Sincerely,

(1

eh? !
.

:.4oan M. Lee

xr 380
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EMPL0YMENT AV1:LICATION

a

Pualtion Deelred Date

Namej... _ . - _ -
. N.

-

A r you a 11 , 1 t I mai': yeg Permanent. INN.; tiOilt, AI tett? Yes__No__

1-,ne have you been a ,r Hawaii?

Mar 1 La I :Kat tin I.:neck one ): .; ng Ma rr 1 od._ ,.;opurated 11 v vread_7

Cel dnwel_.

I r mitre I ti cum- :

21 rev 1 yr

Nuini.i .1r depen,rent,n: napn dew:mit-tut:3:

111 intli:ttnnoy ri..1 1 Vx _
Mare:an !gnaw No.

,

po pa: have t,enne? Yea

II:11, MI I, }TAM HI atMAT1oN INIMICAL DATA

Dra rt. r 1 !tan! r 1 cat I .11 He rht, w t thout Height
_ .

lieeervr, Nati *al :mard, Co.r hair Color.eyea

Art, vv, m vt.orinC: '10 Istly 1 oft 1.1mi at. ionn

Ty pi; it* dka,liaroc m. phyn 1,1%1 rec ta
. _

ii. ally t j
. .

EDIATIONAL ItEivHD Fr, mum :rade C, apt et ed Major/Dtlree.

II Lph

I lege . -

/Itni I neo "
.

Other

:1.choo 1 Act. i v I t 1011: ,

, ...... ..T.......

Typ 1 iy, milwert____ __:.______ _.___ _.2thoPt.h.nnit apend

cif ri Tradep and ,'rart sk t 1 I J.
Pagg 1 or Fhpl,)yment. Application
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Ihit .sther training, c,xper encen or qunlMerttionn which might hebethefic..4tt1

In v.ttr t-hirk. with th Its ompnny_
..

Uric or technical , pro rtutA1..tut I or civ1 oron1Ant ionu to which you be, tong._

PRE1/1011:1 EXPER 1 F1'' I Itturt y I th I Rut pou Mon. Account for fill t.tme:

unempLoy.ed, Ln. mi 11 t.ur Itto.1., , or in. ltehoo 1 .

Computy _ .
A.111143:t -
Nututu. .r W. wk lit ut iii

Prom To

Phottc No.

Nal/try ,

Natrire ur work ut Ing
' 1 /try

NAME
.

Hvbi,vin CLIP lenvInY.

Cemtpetny
Froin To

Ad it reu ii
Plume

of work +it, ntArt....._

Natur of work la I vnv 1 ne.

Ocanon for lenvIng

pichtIngA I . tiFFEREIICEC.

Sul/try

N.

NAME .

IlloNE NO,

NAME
PHONE NO.-

APli
RKAO CAREFULLY !WPM :110til1M:

V

. .

1, I
hereby nothorite thin

company to nl let I all information deaired in-

emmieetion wl,th thim app1ionttini Including mattera Appinion, ehirketer,

ability and conduct', and alno authorize Rani
mitten gOl pergon and firm named

in thin hpplWatl,m to give.nuOb informatioil. I hereby release ouch Andividualm

Ina cynpanien from any liability for any dnmage-whatnoeyer remulting from their

releaue oa such inforno,,
4

l'a4;e
nnployment Application
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. w1. t. fflit.11.1 t roqueat r phytt I .41,1 extun !nett t.,n by D.

I Irvhal,,I I Ityti It 1 c ti ILtI ttidertantiii, that, ran Ing t
04,10 lint I ,)I,iiriliptt I. n i-vt ti till, 1:1171111itly t wry I
3, tt Ify I tint I hr. Int' rettat I .11 nt nItird In my iippl It-nt r empI.iyment.
1:i 0 iii In I 1.11. kt101.11t..l1ji! /And liv I Iv f: I 401,tortitnio
tivit .it rIflr tit r -1i. I. 1. :nnt ori n 1 ruct limy by Bilfri-1,,nt. 1111111.1-.i II.I I At !. oi) :it 11 I I LIM 1 :Mu 1 art er vinpl..ymetit

N't

t

.

t

hripm t II pintL ,yrneitt Appl !vitt Ion
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YOUR JOB PILE

You should hav a job file that you keep up-to-date MS.1.
of your working life. You should keep the following '

information in your file.

-letters of Recommendation. These are `letters written by your
ompars. The -lettere will tell about the work you did at
your job. You should have a letter of rcommendation from
your supervisor at each job that you have. llagelly you should
ask for a letter of recommendation after an employer has a
chance to see how well yog work.. You oan'ask tor a letter for
your job file before you plan to change jobs. Of course, you
should always ask for i letter of recommendation before you
go to a new job.

You ca also ask other people who work with you to give
you lette of recommendation. For.example, perhaps there is
a nurp u woeked with in the hospital. The nurse was,not
your upervisor but he/she knows the kind of responsibilities
you had and he/she knows how well you did your work. Nou can
ask that qurse to write a letter of recommendation for you.

If your supervisor goes.to a new job, get a letter of .

recommendation from him/her before he/she leaves even though
you are staying at the same job.

When you get a letter of recommendation, keep it in your
job file. when you apply for a new job, send a xerox copy of
the letter with your application, Nevpr send the original
letter.

Letters of recommendation can be from supervisors,
teachers,or. anyone you have worked closely with. If you do
volunteer work or work within a church or temple you might
get a letter from one Of the people you work with, enpecially
if you organized a fund drive or led a coMMittee.

Oo not include letters from relativ4i.

Sometimes supervisor* want to bond confidential letters
of recoMmendation. A confidential letter of recommendation is
a ltter your supervisor iends td your potential employer. You
don't see the letter, so it can't go in your job file.

Reference. These are people who will talk to an intervieWer
about_you. They can be the same people who Write Lettere of
recommendation for you, or they can be different people. q.

Often on &job application you are asked to list referencel.
Se sure tomask a person.if you can use hi/her. name as a,
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. reference bef9re you write his/her name on the applicaiion.
form.

It to a good idea to have three references., If you don't
know that many people who can give you a reference, don't worry.
After you go to school and work for a wriile,you will moot
pedple who will be references for you.

A cheracter reference .is someone who can tell an employer
that yOU are honest 3T1A-Li good Citizen. Sometimes on a job
application yo have to list a charaoter'reterence. A character
reference can ea supervisor, a"..-Ea7CliiiT a prriit or 86E47871W
i764-WorI7with.

, Do not ask relatives to be character referenced.

Job App.licatioes. When you start looking for a job, you will
rrrr out a iob.hpplication for most jobs. The application will
ask for persomiT in?ormaTion like your address, phone number,
job experience, education and citizenship. Always read an
application form carefully, before you fill it'out. Follow the
instructions carefully, PrTFThr type neatly and clearly.

. Make a cypy of the application after you fill it out. Keep
the ymy in your.lob file. Send the original applicatiopn. Send
a copy. of your résumé and copies of.your letters of
recommendation with the job appliCation.

When you apply for jol;, send the following information:

I. The original job application filled out correctly.
.

(Keep a copy'for your job file.)

2. A copy of your 1-some..

3. CopieS of your letters'of recOmMendation.

Information or Ads for Jobs You Apply For. Keep this
with -Me' aplATCat ions for each job.

Then, if you have an interview,.you can review what.you wrote
on the application and also make a list of questions to ask
during the interview.

-

Your Resume. A risurne is a summarY of'your job aiy1 ducatioh.1
.exporiWn6e. You should send a copy of your resume with ll .

job applications. Your resume is a personal advertisement.
.It tnti-oduces you to a potential boss before you meet face to
face in an interview.

I.
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1

You should write your relsumi so your employer.will know
what yourqualifications are. You should writ, yeur rieumb so
it hows off your accomplishments.

o
There are many ways, to write a resume. There i. an

example on the next page.

As a class assignment, write your own résumh. Follow
the form in the resilmé on the next page.
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R63ume of Joan Mei-Ling Lee Phone: 466-3001
154 Pua Lane, Tamarind City, Mahimahi 99022

Employment

reoordo
ohronAoqioal 01,4ar;
baok 0 74 . I

N,

OCt . ' 76-Feb. '77

(lint l)1 . o

ao ! u40 dny.

Education

( liot rov,:vo,
In ,!) i

i )i it o a.

111:1

Of' I .1 .14 '

, I :7 i :: ":
Oct. '76-Feb.'77

Sept. '66-June'70

(7,...71 'I fin' a rpo 7 .11%.

oouroal unl000 lhoy ar,o
relatforl I tho 3oh y)'u
waut. Vor cxampla,

-Ow 711(11-1.0 't2 ,? a I op
801 t Pa r1,1

Eng/ i oh an!m000 oouriwo.

XI .

,

thm;loyer'll name City Your job title).
P"ilikia Nui Hospital, Tamarind City,
Mahlmahi. Nurse's aide; Vocational
Experience Program.

Worked in the surgical warh; took
& recorded TPR; prepared patients
for, surgery.

orked,in the outpatient clinic.
as responsible for interviewing

patients and recording symptoms for
the doctors; took and reconded TPR
of all incoming patients.

0

p?oma or
rlaoe. fit'a I e

Tamarind Community College, Tamarind
City, Mahimahi. Vocational English
Program. Ceitificate.

Studied English 4 hours a day; work
experience at Pilikia Nui-Hospital
4 hours a day.

Hong Kong High SchOol, Hong Kong.
Diploma.

Studied Engasti 4 years; math and
science.courses were taught in
English.
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Resume of
Joan Mei-Ling Lee, p.2

Honors

(list .4,4 honors or
award. you have
re ived, sspeoially
if t are related
to the jolt eou uant.
If none, leave out
thin section.)

June 1960

Volunteer Work

(list any volunteer
work you have done,
espeoially if it is
related to the job
you want. If none,
leave out this section.)

Sept.-Oct.'76

0

V.

4

Debating SocietY, special
ceetificate. Hong Kong High
School.

Translator, Suicide
Crisis Center, Tamarind City, Mahimahi.

'Material listed in italic,' in instructions for you.

.,

a
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Writing_ Yoifr 114kumC. Foirow the form in the example when you
4FITI yo61-41,4mX: Your rogsum can be one to two pages long.
It should not bbionger than two pages. If your r6sum4 is too
long, no ono wiWread it. Usually it in best not tojinclude
a p1c4ure with your rofsurr4.

,"
'Yeur r4sumei must be neat and easy to read. Type *four

resume. ._There should.be no mistakes. Spelling erro58 indicate
carelevnetts. Leave wide-iliargins, and space is the resume.

-

Ask a friend or Enilish teachet to proofread your asum
for you. Mhen your r4sum4 1§" perfect', have it duplicated.. Use
pboto offset printing for clear, clean copies.. SOMe xerox

\Machines will make clear, glean copies. Xerox machines thst
are used.often, .like machines in university or college'
libraries,usually,do not give good copies! If you don't want
to pay for photo offset printin , use a soros madhibe in a
stationery store or at a printi q company. However, compare
prices.. If-you want a lot of r sum4s, the photo offset
pecnting might be cheaper. .

Do hot date yeur rgsum-e. Review your rsun4severy six
Months And keep it up-to-date. Rewrite it if necessary.

NOTE: People with no work experience will not be Able to write
a rciSpm6. This does not mean you won't find a job. Some jobs
do4nolt-require a r&iiim6. Do no worry if you,,don't have the .

lob experience to-write a r6sume. If you don't have a reisumi,
the Application form for the job ind the job interview will be
the ;Jay your future employer gets to knew you.

. 4
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TIPS FOR A succEssm INTERVIEw

The job interview is very important. There are Several

things you Qan do to make an interview go well. Remember,

the.interview is a time for an.employer to get to know you.

The -impression you make may mean the difference in whether you

are-hired or not.

1. .Find out as much.as you can about the job before you go

to the interview. .

a. Visit the hospital or building where the job is.

Notice what the building looks like. This will tell

you a little about the working conditions for the job.

b. If there is a phone rium4er to call for information
abouethe job, call the number and find out what you

can about the job. For exaMple, find out what the
responsibilities of the job are.

c. The public library may have information,too. or

example, xthere might be articles in back isiu.d of

your local- newspaper about a special project a
hospital or company was involved in.

2, Arrive early for your interview. Get to your interview

30 minutes early: This will give you time to collect

your.thoughts. He sure you give yourself plenty-of travel .

time. Do you have to Catch a bus? Ceh an early one.

Are you.driving? Allow plenty of time in case there is a

traffic .jam.

3. Women: Dress conservatively for you interview.' Wear

'neeti clean clothesIr a dress or suit or, in Hawaiie e

muumuus tailored pants suits erre ok, too. Don4t wear

party clothe's, tight clothes, miniekirts,mor revealing
blouses. Don't wear heavy make-up, costume jewelry,elaborate

hairdoe or'strong perfume. -It', best not to wear porfUme

at all to an interview. If you have long hair you may

want to tie your hair back like you will wear it es a

nursing aide.
.

4. nt In fawaii people dress very casually. Suits ars

(4:nwEally14not worn except in the fiftancial district. For

.
yourlob interview in Hawaiila neat pair of slacks is

appropriate with a short-sleeved or long-sleeved dress

- shirt. AlOha shirts are fine if they ate not too .

- tiright. For oicampls, an Aleha shirt-in shades of brown

- is better than a bright red one. If you are interviewing

for a sales rsition et for a 'position in a bank, wear an
,

.\
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uplto-datu suit, or sports jackei, Af.you have.one. Always
wear shoes to an interview. Socks araPusually a &Irk color
and should match your slacke.. Comb your hair, be rreehly
shaved and use no sbrong cologne. It is best- noe to wear
cologne at all to an interview.

5. When you enter the intexview ro4m, greet the ieterviewer'
and introduce yourself. Men will shake hands. Sit down
when you are asked to'sit down. 9.4t comfortablyback.in
the chair. Don't sit right on the edge of the chair.
Keep your hands still. Look at the interviewee when he/she
im talking to you. Smilu and be enthusiastic. Women: Put
your purse in your lap or on the floor beside your Chair.

6. Don't smoke or chew gum during the interview. If the
interviewer offerm you a cigarette, it's best. to say,
"No thank you."

7. 'Listen carefully to the interview questions. Answer the
questions with more thAr "yes" or "no." Give examples
whenever.you can. Here are some typical interview questions
for nursing aides. '

a. Do you like hospital work?
b. Do you like working.with people?
C. What Can you do to help us/
d. Tell me about yourself.
e. How woullripu hIndle a patient who wouldn't do anything

you aske . im/her.to do?
f. What are your future plans?
g. Why should we hire you?
h. Have you done any volunteer Nark?
i. Have you done any rt-time work?

R. Let'the Antenrviewer ehd the interview. 'Isually the
interviewer will thank you for76oming. The-interviewer
might tell you tbat you will be notified if you get the

, lob. The interviewer might stand up and shake hand* with
you. Thie is a signal that the interview is over. You.

Should stand, shake hand's, thank the interviewer fear tt6
interview arid leave. Don't bring your family or friends
.to the interivew. If a friend is being infervthwed, too,
don't 'wait around fox him/her,

.9.*. You will probably have several.intervieils before you are
hired. As you get more practice being interviewed, you
will, be able, to answer the interview questitnis better.
Everybody is nervous /sten interview. Sometimes even the
interviewer nervous. 'Remember to emphasize yonr
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positive points--your traiOng, education,..bilAnqualiama,
Before-you go to the-Antarview think eikout wha,041 pan ,

i.do'f.r the hospital,or cooipany you ard intsrviinti. with.
Bo xiadi tO,discuss what you Oen do for thil hospita4,x4
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a.

.11HERE TOR LOOK FOR A JOB.

There are many people looking fog, jobs in thei, United, v.

States: You must learn to"compete With the people who will
be applying.for thesame Job you vont. You must'organize .

your lob hunt. You must inform yourself aboUf the job market;

recognize yoUr own skills and aotively loot .forNrjob: 'Here
ate some.places to leok:

. .

Cfaisifind Ady141filing. Everybody chacks.theclaasifie§ ads..
Maiy.s_ohecX'the ad section of your newspaper. Host-lidi for
jobs halle'ehe name and address of the gpmpany o nstitution

whioh.is advertising. Be carefgl ahout ode wit .:nUMbers

and nocompany rme. Never tell ae unRnown sir personal

detalleablut or life. NeVer.tell or send ls about
your finances Ai an unknown advertiser. Sometimes crim4pa1S.j

'.placelsuch "blind ads" in papers.. -They may fix to rob you,,pir
they may give your name and address to other triminals. Not ,

, l!all "blind de areplaced for criminal purppses. Juat 4e la

taBeful
g
about telling, shrangers anything about,your personal.

,

Pa4ea of AheWlaehaelOpirectory. The Yellow Pagei
you aa,lomOlVe irlo of and services in

your cgrftpity.

. '4,A1
-11

S.

ThgPublio Libory. Ioer public Vary- has lotchfof ,

imforiffrOn to-help you.1- The libr iah can help you ?ind
Inaterkai about jobs in your cdhmunitx.

f .,
'eublifcations of the bnitsd Sta.tes Ddij,rtpent of ;labor., The
--thrOarthgntortii&Or gubtliFei many. bodks.Whiegcontein

. -statistics about bUsiness and labor. These Pubkiations are
in mosts,public libraries.. s.

.

-
1 . ,_ .

.%k.
'- .. ..

. y , . ,

Occupational 'Outlook Handbook, Aihued 1 the U,St pureau of

I... aborTWeiTC;;. Thiel contains inTorm tion-Bbooe'nearly.all
456bi-iTritb'opportUnittes that exiht in.allfieldst Check your

.
--public library for th'is 'book.

'4
. . 4 .. . I

.

' -le al Section., of a NewspaT. kost newspaper* iS ier7.ge cities '.

r.pu s alegirifectldn wh ch lists all the legal matters for .

..the day. 'The palaer* ists'ne4 business licitness granted and

.building perhiti for expanding busineeses. You Can find, the

namei address ahd.phone numberof business Onner*.who are

expan4leg or starting businesses iri.your.commupity. Bustnesees,

. that lphogrowing.MIght be hirinore-people.' : ° * .' .

.1 I',

I
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.

Government Agencies. Many government agenttes require a

written' tesE,for lin applicants. If you pads the testnrour :

name in put on a list with other* who passed. An any kind of

government employment be prepared fpr h ldbg wait-- sometimes

ass much os a year between the timetyou apply tor a job 9nd a
. . hiring date. Many people are never hired. Don't, depend on

t overnMent for a jobs do apply if you are qualified, but *

ntinu of a job other places
. -

. .-

. - *
r ..-

-,
HuMan 'Resources Develo nt.. A state-sponsored infgrmation

aTIZ-Proiiiii-E-TaTer. n metion 1r available here on all

pr9gramsC.sponsored by fedora state And local governments.

.State unemploymInt office. 'Ma y fobs are lisped here, There

are oleo lob co niiirais-aatla le. The service is freer .

....

1

. d 6

'School Districtsa Schopl die ic s hire people beside:
0

em-XWilb. tLey.may need kit en Jelp, health oides, janitorlol

se ices. 'Ils Uawaii the,achools ate all under one state-wide-

and jobs.of all typos are scarce. .There is a bilingnal

,. ' f program in the chools in Hawaii. ,You might apply fdr a

° billingual aide's position. Other states do not operate like

Hawaii. There are many school districts irrother, states, and .

there may t0 ccasion ly be.icitos available.
- ,y a 4-

1..

' cilamber o Yfhey have a list of all. buiinesses ond

lhaustrie n e state. They also have lists pf the types 4

. oll produc s ortaeevicoe'each business provides.
.

.
. f

e.J., .
.

_a .

0

'Km lo ment Agdncies.
4mPloxment agencies often have jobs liotea'

which 15-E appeer.anisehere else. Before you go to an
. employmentagency, theck it out with the Better Busineea Bureau.

. ', Askl.,if the
agency,is 11censed by the state and.find out if 'there ..

- Oave been any .complaints about the agency. .

.

.. ,

I.

0 , .

Some agEnoies.charge is fee to help you find, lob. Never

- pay d fee or sign'a contract with am employment agency until .

"you have chedked,on the agency. Before you sign a contracts

...".
.*.o4 1. Read the contract an0 understand it. Ask

.

questions. B. Ore you know how much money you

-

must pay for how:fong and for whae
4

:v

.

, .

.
. .1

.,

*
2.. Ask if yoU can ehowthe contract to your attornO.

. , Orittehd you have Iti attorney even if you don'.)
1 ) .DOn't leX yourself be rushed°into signing anythifte.

O anyone-- Jiavex *. .. ,

Irthe mgetrety'doesn't-want you to show the.--

cntiact to

0.10°

A .

4
'

3. Be Ohre you hive in writing what .bsppens if the

.
job'yOu..accept falls t4rough.. oDo yoll'have to-pay

. , a fee if the job lasts only a week or a month? . .

. _

,
.

,

*L. 6.; 1,

.s.,
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Some agencies lo not charge 0 fee. All, costs are paid by .
the mployers who1&dvUrtio through the agency. You-should
register with these agencies% 4

PART-TIME EMPLOYMENT- -

Remember, many part-time-jobs turn into fulitime-
pos.itiops,' If you hav a-part-time job, you will: have time to
look for.a tull-time job. Also if the-part-time jeb changes
to a full-time postion, you shouid hayp a.good Chance Of being _
hirewl You already know the'job, And your-supermisor knows yoe,
You,71ave an advantage ove.r other people who want the job.

....
. ..- .

Looking for $111.job is usually a long-, discouraging ordeal.
If you follOw the Anggestions in this section, you will-at
least be organizecrin your job hunt, you will be- ready for
interviews, and you will have confidence in yourself and your
sbnities. 1 3

XI
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REVIEW EXICRCISES

. The following questions covet-the material in Units X

and XI. '

1. What is a Symptom?

a. a sign of a disclise c. an allergy
b.- a diFoasis d. medicine

.
Which one is &symptom?

-

a.. a fever
b. a diastase.

c: tuberculosis
d., the flu .

. 1

li-Which oge is nOt a patt of ,an objective2ropor0
.

a-. what the patient 'says c% your opinion
7 b, what you 'see ' (I.. what you hear

.
Which symptom cam you observe?

'. 4- \
-

a. favor
b. pain . . .

' s, Which .on -is recorded .;;On intake Section of an intake*.
e I . A

. mtOut recdtd? , . ---
_ 4

i

. b. iitate 0 .

e- _ . .

-:_ 4. ^Which-One is recorded .0
1- 7 _Output recOrd? .. . - 6 -

m
a.- .mesii '4-- . -c,. jollo

is. a §lass of juiak, 9 6. toast -

. .

A--.. .%10e
.

.. -
-. ,

I,.- Whieh Oh. is not,recorded on thn.intake,seetion of An

intskeltOutput redaid?.'
_

.

. .
. - .

N ' - .

a.i- blood transfusion c. milk

b. ,urine- -- - -. d. water
... .

f.
.. - - --1

T:-.-

4, 0 1. ! WW4ch one is.not recordod tr, the Out Rut SeCtioiv:0:4an . .: .,c

intake. output .flscordt. 4 '., . ',-:.':'W..-
..,

..... -, .' 4 4
ft '

''-'A' '-....-

a. urine -
c. mediCinm- .: .

vr., .b. ,emards d. :suctron.draltiagi

"o. worry .

cj. fetar

.* piece' ot: toaat .

0. glais of mAik
_

dutiouSeCtion- of an inkOke-
.

r144.
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9. What does birthplace mean? a

a. a place+ whvre 4 person was born 4

b. a place for having babies.,
(2. a hospital .

thwtlay a person wan born

10. 'Which one Ctill give you a lett er of recommendation?

a. your sepervisor a sirhnger'
b. your wife /fp d. your hubbanii

fl. Which one should not .be An your`r4sumh.

a. Youe.pdtiontion experience
b. your lob exp.Frience

-cf. the date you map the resume
d. your telephone numbex

You should send one.of the followApg an pn copy
when you npply for a )ob. Which ene?

a.I your r6sume; c. lottern Of recommendation
b. the job "titivation d. adsfor the job ..

Whjoh one of the followi.ng is.approprirate few a job
interview ih Hawaii?

a. mtnis16r1-, K c. tight. clothes
F. 'h.. Aloha sWirt ' d. strong perfume

1.41
,

.
.

.
, Which hne ot the followinli ts not dppropriate for a job
:interview? ..

lik.,
...

. A.- 41.4ppOrA C. !Wit -" ,
' b. A i ohm sr) i re O. clean clothen .

----------

IA
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UNIT XII

REVIEW ANp TESTING

Ft-fil.YER
. 0

1

Use UnLt XII s an opportunity top review the things you
hAve learned in thii text. Your teacher may have additional P

review' exercises for you. I ,

.The main pert of Unit MI is a-class project. The clams
project is to make a city plan_for *hi Cit9. You wfll use all
your English skills during,this project. It involves reading,
speaking and ristening

Read all the instructions in the section, Plan Ahi City,.
before you begin. Try to use English in all your pia ng
discussions. When you take notes in your panning session*,
try to use English.. Your completed project should demonstrate
how much English you know.

o

,
4

,
-

e:,

; " -'0. 0 0 :
."-,

n.
.*.... ,

R. . *
7.. c .4 "7,-- : tit 2. * r., 0.-c

,.; .1. 4 .. 'Ill ''' : ? .6:, t42. . : ...4.4M°
.; '27. 7,-. k e .- . . .,- , ...

.4. -,...,. , 0 c....?, ,. -41S.. , .:11'. .., . ..nopio
. e°'..t. '7.. , ,i ' ws,r ,-._,E.,, ..' ... ,. .,, .,Ci : y: cr. . V.. . ..,) a .,

.. , .. II
te6 . ' es l, 0 e .. esfb

:, lo . ,_, ,.

. ,o !, 0 n 0

401
C.) , -

4.'s ... ". .

....V. e. . .4. .11t tj tr .0 6. ;'.......'44o
c. ;1" ' ..tO f ilPs C.- loo. ' N . olo e)

. l .
I. . - ' .. in

.. 4. . t .rt Z4, 4 "...

*

.

.a

44

: -

' w SI 4 1: -
I.

o

I I .



I.

PLAN ARI CITY

4

Look at your map of Mahimatic Island. Find Ahi City on the*

M4p.

As a class project, plan Ahi City. You can do-this
different ways. Everyone in the class can .work'on each section,
or the class can dittide into three or four groups and one
group work on Section 1, another group wo-r.k on Section 2, etc.

INI±L, Section 4 cannot be done until after Sections 1,2 and 3
Are-finished..

Ahi City is.much sMaller than Tamarind City. it is. a little

biggen than Poi Citt. Ahi City is mainly a. fishing town, but
many people in.Ahi City vA)rk on the'sugar and pineapple
:plantations.- Some people probably live in Ahi City and woek

_in Tamarind Ctty.

Do yom know any small towns on Oahp? .Maybe Ahi. City:is
aboilt the same size as Waimanalo or Walanae on Oahu in Hawaii.

What are these small towns like? Do they titrve many streets? ,

Are their streets big or small? What kinds of stores and
offices and.*Thools do they have? Do they have movie theaters
and libraries?

There is no high schoel in Ahi City or in Poi City. The
high school students in Orme two towns have to go' into
Tamarin4 city to Banyan Tre:riligli School. And, of course,
there is only one community colkege--Tamarind Community-College
in Tamarind City.

To help you think about Ahi city, read again:
Mahimahi Island, onit I ,

Doses for Mahimahi, Unit Il
,

Read all Of the sectton before you begin to do the work
. .

for that Section.
. 41,

sreploN

I. Decide the streets of Ahi City. Decide which way the
streets go anLy4ve them names. Name the road between
Mahimahi Road-Wid Tail Road near Ahi City.

2. Make A map of Athi City.
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SECTION 2
, ..\

1. Decide what services (stores, bubinesses, of4ices, schools,
etc.) are in-Ahi City%

2. Make a list of these services.
,y

3. Td help you decide what serviceetpeople need_in

'a. Gook at your mal$ of Amerind City and note the services,
there. Remember: Your map ows only a part of
Tamarind City; there are ser thee in Tamarind 'city
no,t on your map. ' For example, TaMaTran Bus Comperhy
is at 347 Nene Street, east of the part of TamaKind
City on your map.

b. Remember that the people in hhi City-will,need to havre
some, services in Ahi City. They den go to Tadarind
City for some other services:.

c. There are two M;himahi Outpatient Clinics i arind
City,,Tail,Road Clinic and Makai Clinic.
There art; two more Mahimahi Outpatient Clinics. on
Mahimahi Island, one in Ahi City--Ahi Clinic,' and one
in Poi City--Poi City Clinie. Ask each other: does-
-Ahi City,nood a hospital?

:

,

4. Ask each pther these'guelltions,befoke deciding the services.

.needed in Ahi City: (D.

a. How far I. 1ii City from Tamarind City?
A...

Y

b. What do peopl need pvery dayl,or every working. day? ,

c.,410ihnt do people need time) a week?
. 7

klf

d. What ,do people'need only once in a while (mayblitinpleir:
2 or 3 monthp)? ....

Do the people in Ahi C,ityr need awarug store? Dio they
need an;/mmigration Department? .

f. Do some Ahi City people work in Tamarind City and go.'
there every workday?

400.



3ECTIONr.3

I. Decide who 90310 of the people ot,Ahi City are and what
' they do. Decide where Chey.work or (10.to school.

. SECTION 4 .(To be done after seotions l'and I are flrAshed.).
I

1. Decide where the services oil Ahi City arb. What streets
are the setvices on? Write' the names of the serviges'on
the Ah1 Crty map.

2. Decide where the homes aro. Wha( streets are the homes on?
Remember that some people will'IiVe on Mahimahi Read On the
way to Tamarind City, on the-road between' Mahimahi Road and
Tall Road bqd on Mahimahi,Road on the way to Poi City.

6

1. .Are thee() apattment.iv Vn Ahi City? If there are, where are
.they? .

4. Give street'numbers,to atl the services and homes th Ahi
City.cr

.

a. Remember that numbers-on stroot5 gci.i.ng away from,the
ocean usuatly start with 100 next to ttie ogpan.

.. Numbers on:streets.gorn4 the saMe way as the side-of
the ocelni/an start,at one end or thOr other. In Ahi .

City streets going away from the ocean' are going north.
. and south; sfreets going no game way (or almOst the .

same way) AS theside of e ocean are going east and
iorest..

_

b. Ask each.other: sheuld th rs on streets going
east and west atart on th 3 (/ r on the west
side?.

' SECTION 5 (Supplementary- .Do this section if you have time
and the class wadts to do it.)

I. If you made a teleybone'sdirectory of TaMarind City, add-
the services and people of Ahi City to your directory.
Make it a telephone directory of Mahimnhi fsland.
o

4,
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